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Chapter 1. Introduction 

The Data Services Environment (DSE) is an enhanced dashboard that brings together several of the Net-

Centric Enterprise Services (NCES) Service Oriented Architecture (SOA) capabilities into a common, 

modular framework. Its goal is to simplify the publication and discovery of data services that facilitate 

information sharing across the Department of Defense (DoD). It is your one stop location to access all the 

existing capabilities including Metadata Registry (MDR), Service Discovery (SD), Net-Centric Publisher 

(NCP), Enterprise Authoritative Data Source (EADS) Registry, and Enterprise Service Management 

(ESM). 

As an administrator, you will have access to areas of the site that allow you to manage the site’s contents 

such as Briefings and Documentation, Notifications, Forums, Events and static content used throughout 

the DSE web site. This manual provides detail procedures for using the DSE’s administrative tools to 

perform day-to-day operations.  

Conventions Used In This Manual 
The following conventions are used in this manual. 

Table 1. Conventions 

Convention Description 

Bold Text The names of buttons, fields, menu options, and links will be in bold text.  

[Brackets] Keyboard names, such as [ENTER] and [TAB] are enclosed within 

brackets. 



Data Services Environment Administrator’s Manual 

Chapter 1. Introduction 

2 

Convention Description 

Angle Brackets (>)  Navigation selections are connected with angle brackets (>). For example, 

the instruction, “From the Documents menu, select the List option” will be 

written as: 

Select the Documents > List navigation option. 

Italicized Text The name of an option from a drop-down list or radio buttons. For example: 

Select Active from the Status drop-down list. 

Values that should be typed exactly as documented will also be italicized. 

For example: 

Enter 7001 in the Port Number field. 

 

Indicates a tip for using the Data Services Environment. 

New In This Release 

MDR Version 7.5 
No major modifications were made to the DSE Community in this release of MDR. 
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Chapter 2. Getting Started 

This chapter provides introductory information for using the DSE. 

Requirements for Using the DSE 
To use the DSE, you must have the following: 

 An internet connection 

 Internet Explorer Version 7 or higher  

 An Army Knowledge Online-Single Sign-On (AKO-SSO) account if you need to access other 

capabilities within the DSE including SD, NCP, EADS, and ESM. Information for requesting an 

(AKO-SSO) account can be found in the Requesting an AKO/DKO Account section. 

 WinZip, if you plan on submitting packages to or downloading packages from the Metadata 

Registry. 

 

Files downloaded from the Metadata Registry will be opened in a third-party 

application.  

Requesting an AKO/DKO Account 
1. Open your Web browser.  

2. Navigate to the URL https://www.us.army.mil. 

https://www.us.army.mil/
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3. Click the I Accept button. 

4. Under the New User? section, click on the appropriate link for registration and follow the 

instructions 

Accessing the DSE 
Please refer to the DSE User’s manual, Chapter 2. Getting Started for information about accessing and 

logging into the DSE. 

Menu Options 
The menu bar for navigating the DSE is located along the left side of each page. Placing your cursor over 

a menu option highlights the option. Within some of these menu options are sub-menus that are specific 

to the selected menu option. Placing your cursor over a sub-menu option highlights the option name.  

 

Figure 1. DSE Menu Bar 

Table 2 lists the available menu options. 

Table 2. Standard Menu Options 

Menu Option Description 

Login Enables you to login to the DSE. 

Home The first page to display after accessing the DSE. The 

home page is the Community tab that displays 

notifications, community forum, event, briefings, and 

feeds sections. 
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Menu Option Description 

About DSE Displays general information about the DSE and the 

steps for getting started with the DSE. 

Documents Documents relevant to the DSE. 

List Displays a complete list of documents. 

Search Allows you to search for a document. 

NCES Initiatives Displays information about NCES initiatives. 

Help Allows you to learn more about DSE and provides 

access to additional information. 

My Community Displays your forum posts and enables you to edit or 

delete them. Also, displays the events for which you 

have registered. If you are a POC, you can access your 

events here. 

Feedback and Support Displays the feedback form. 

 

DSE Admins will also have the menu options listed in Table 3 available. DSE Admins with Tier 1 

privileges will only see the subset of actions related to Tier 1 support tasks: Content. 

Table 3. DSE Admin Menu Options 

Menu Option Description 

DSE Admin Sub-menu within the DSE Admin menu 

allows you to manage the contents of the 

DSE. 

Content Manage briefings, FAQs, new feature entries, 

notifications, static content, and useful links. 

Forum Manage forum topics. 

Events Manage events. 

 

Help 
To learn more about DSE and to find out about additional resources, click on the Help link on the menu 

on the left side of the page. The Data Services Environment Help page is displayed. 
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Figure 2. DSE Help Page 

This page provides links to the DSE User’s manual and the Administrator’s manual; access to information 

about the DSE; access to information about logging into the DSE using the CAC and the SSO; and 

information about Atom Feeds.  
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Chapter 3. Data Services 
Environment Administration 

Content Management 
Content Management allows an administrator to add, edit, and delete various text entries throughout the 

site, such as the Briefings and Documentation page or the front page Notifications. Content items are 

ordered by display order, creation date, and title. Frequently Asked Questions (FAQs) are the exception - 

they are ordered by category, and then display order within that category. 

Managing Briefings and Documents 
The Briefings and Documents section provides users with easy access to briefings and documents related 

to using the DSE.  

The following sections provide information for managing the Briefings and Documents content. 

Adding a Briefing or Document 

To add a briefing or document: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Briefings and Documentation option from the drop-down list. 

A list of briefings and documents displays.  
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Figure 3. Content Management – Briefings and Documents List 

3. Click the Add New “Briefings and Documentation” Item link located at the bottom of the 

page.  

The Add a Briefings and Documentation Content Item form displays.  
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Figure 4. Add a Briefings and Documentation Content Item Form 

4. Provide the following information in the form’s fields. Information is required for fields marked 

with an asterisk (*). 

Table 4. Add a Briefings and Documentation Content Item Form Fields 

Field Name Field Value 

Title* A short title to describe the briefing or document. The Title 

will be the first line of text associated with the briefing or 

document displayed. 

Text* Text to describe the contents of the briefing or document. The 

Text will be displayed after the Title. 

Subtype* The subtype category for this content. See Table 14. 

Downloadable File This file displays when the user clicks the [more] link 

associated with the briefing or document. To associate a file 

with the briefing or document: 

1. Click Browse. 

2. Select the file. 

3. Click Open.   

Base URL Displays the current base URL. 

Custom URL Suffix A user-defined URL for the item. As you type the URL, the 

fully-expanded URL at which this resource can be found will 

display below the field. 

Related Link The URL to which you can provide a link to from the 

Briefings and Documents page. 
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Field Name Field Value 

Related Link Text The name associated with the URL specified in the Related 

URL field. The link name displays below the document or 

briefing description.  

Displayed Controls whether the entry displays. 

 

5. Click Add. 

A page displays the information for the briefing or document that was added.  

Table 5. Briefings and Documents Subtypes 

Briefings and Documents Subtype Description 

COI Documents that contain COI information. 

DDMS Documents that contain DDMS information. 

DOD Documents that contain DOD information. 

MDR Documents that contain MDR information. 

Metadata Working Group Documents for the Metadata Working Group. 

Training Documents that contain training information. 

XML Documents that contain XML information. 

Other Documents that contain some other type of information. 

Updating a Briefing or Document 

To update a briefing or document: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Briefings and Documentation option from the list. 

A list of briefings and documents displays.  

3. Click the title of the briefing or document that you would like to update. 

The Update a Briefings and Documentation Content Item form displays.  

4. Modify the information as needed. 

5. Click Update. 

Deleting a Briefing or Document 

 

Deleting permanently removes a briefing or document from the DSE. If you think 

that you may need to display the briefing or document at a later time, you may 

hide the entry by un-checking the Displayed checkbox and clicking Update. 

 

To delete a briefing or document: 
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1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Briefings and Documentation option from the list. 

A list of briefings and documents displays.  

3. Click the title of the briefing or document that you would like to delete. 

The Update a Briefing and Documentation Content Item form displays.  

4. Click Delete. 

Managing Frequently Asked Questions (FAQs)  
The Frequently Asked Questions (FAQ) list is a list of commonly asked questions about the Metadata 

DSE. Users may view the FAQs by selecting the Help menu option.  

Adding an FAQ 

To add an FAQ entry: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the FAQ option from the list. 

A list of FAQs displays.  

 

Figure 5. Content Management - FAQs List 
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3. Click the Add New “FAQ” Item link located at the bottom of the page. 

The Add a FAQ Content Item form displays.  

 

Figure 6. Add a FAQ Content Item Form 

4. Enter the following information in the form’s fields. Information is required for fields marked 

with an asterisk (*). 

Table 6. Add a FAQ Item Form Fields 

Field Name Field Value 

Category* FAQ entries may be grouped together by category. Enter the 

category name. 

Question* The question addressed by the FAQ entry. 

Answer* The answer to the question. 

Display Order* The Display Order determines the approximate location of 

the entry within the page. Enter an integer in the field; 1 

displays the entry at the top. 

Displayed Controls whether the entry displays.  

 

5. Click Add. 

A page displays the information for the FAQ that was added.  

Updating an FAQ 

To update a briefing or document: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the FAQ option from the list. 

A list of FAQs displays.  

3. Click the title of the FAQ that you would like to update. 
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The Update a FAQ Content Item form displays.  

4. Modify the information as needed. 

5. Click Update. 

Deleting an FAQ 

 

Deleting permanently removes an FAQ from the Metadata Registry. If you think 

that you may need to display the FAQ at a later time, you may hide the entry by 

un-checking the Displayed checkbox and clicking Update. 

 

To delete an FAQ: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the FAQ option from the list. 

A list of FAQs displays.  

3. Click the title of the FAQ that you would like to delete. 

The Update a FAQ Content Item form displays.  

4. Click Delete. 

Managing Notifications 
The Notifications section informs users of the site’s availability. It is recommended that this section be 

used to inform users of scheduled upgrades or system maintenance.  

Adding a Notification 

To add a Notification entry: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Notification option from the list. 

A list of notifications displays.  
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Figure 7. Content Management - Notifications List 

3. Click the Add New “Notification” Item link located at the bottom of the page. 

The Add a Notification Content Item form displays.  

 

Figure 8. Add a Notification Content Item Form 

4. Enter the following information in the form’s fields. Information is required for fields marked 

with an asterisk (*). 

Table 7. Add a Notification Content Item Form Fields 

Field Name Field Value 
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Field Name Field Value 

Title* A short title to describe the entry. The Title will be the first 

line of text associated with the Notification entry displayed 

in the page. 

Text* Text to describe the entry. The Description will be displayed 

after the Title in the page. 

Display Order* The Display Order determines the approximate location of 

the entry within the page. Enter an integer in the field; 1 

displays the entry at the top. 

Displayed on DSE To display the entry on the DSE Home page, check this 

checkbox.  

Displayed on MDR To display the entry on the Metadata Registry Home page, 

check this checkbox.  

E-mail Users on Submit? Send an e-mail to users when a new entry is submitted. 

 

5. Click Add.  

A page displays the information for the Notification entry that was added.  

Updating a Notification 

To update a notification: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Notification option from the list. 

A list of Notification entries displays.  

3. Click the title of the Notification entry that you would like to update. 

The Update a Notification Content Item form displays.  

4. Modify the information as needed. 

5. Click Update. 

Deleting a Notification Entry 

 

Deleting permanently removes a notification from the DSE. If you think that you 

may need to display the notification at a later time, you may hide the entry by un-

checking the Displayed checkbox and clicking Update. 

 

To delete a Notification entry: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 
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2. Select the Notification option from the list. 

A list of Notification entries displays.  

3. Click the title of the Notification entry that you would like to delete. 

The Update a Notification Content Item form displays.  

4. Click Delete. 

Managing Static Content 
Static content are areas of the DSE and MDR which display informational text to users. The available 

static content areas are discussed in the following sections.  

About the Data Services Environment 

The About the Data Services Environment option displays the About the Data Services Environment 

static content when you click on the About DSE link on the menu in the DSE. An architectural view of 

the Data Services Environment is also displayed on that page. 

 

Figure 9. About DSE 

About the Metadata Registry 

The About the Metadata Registry option displays the About the Metadata Registry static content when 

you click on the About link on the menu in the MDR. An architectural view of the Metadata Registry is 

also displayed on that page.  
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Figure 10. About the Metadata Registry 

COI Directory Links 

The COI Directory Links option displays the COI Directory Links static content when you click on the 

COI Links option on the COI Directory sub-menu in the MDR.  

 

Figure 11. COI Directory Links Page 
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ESM Welcome Page 

The ESM Welcome Page option displays the Enterprise Service Management (ESM) welcome page static 

content when you access the ESM site.  

 

Figure 12. ESM Welcome Page 

Metadata Working Group Briefs 

The Metadata Working Group Briefs static content displays when you select the Working Group menu 

option in the MDR.  

 

Figure 13. Metadata Working Group Briefs Static Content 

NCES Initiatives 

The NCES Initiatives static content displays when you select the Documents > NCES Initiatives menu 

option in the DSE.  
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What’s New 

The What’s New section displays information about new features in the DSE and the Metadata Registry. 

The New Features section displays on the About page for both the DSE and the MDR, accessible from the 

About DSE and the About menu option in the DSE and the MDR, respectively. 

Updating Static Content 

To update the static content: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Static Content option from the list. 

A list of the available static content titles display.  

 

Figure 14. Content Management - Static Content 

3. Click the name of the title that you would like to update. 

The Update a Static Content Item page displays. 
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Figure 15. Updating Static Content 

4. Change the content as needed. 

5. Click Update.  

Managing Useful Links 
Useful links static content displays when you select the Help menu option in the MDR and then select the 

link for Useful Links on the Metadata Registry Help page.  

Adding a Useful Link 

To add a useful link: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Useful Link option from the list. 

A list of useful links displays.  
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Figure 16. Content Management – Useful Links List 

3. Click the Add New “Useful Link” Item link located at the bottom of the page. 

The Add a Useful Link Content Item form displays.  

 

Figure 17. Add a Useful Link Content Item Form 

4. Enter the following information in the form’s fields. Information is required for fields marked 

with an asterisk (*). 

Table 8. Add a Useful Link Content Item Form Fields 

Field Name Field Value 

Text* A description of the website displayed when the user clicks 

the URL link text.  
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Field Name Field Value 

Display Order* The Display Order determines the approximate location of 

the entry within the page. Enter an integer in the field; 1 

displays the entry at the top. 

URL* The URL of the web page that you would like to display 

when the user clicks the URL link text.  

URL Text* The text displayed for the URL link. 

Displayed To display the entry on the Metadata Registry web site, check 

the Display checkbox. 

 

5. Click Add. 

A page displays the information for the useful link that was added.  

Updating a Useful Link 

To update a useful link: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Useful Link option from the list. 

A list of useful links displays.  

3. Click the title of the useful link that you would like to update. 

The Update a Useful Link Content Item form displays.  

4. Modify the information as needed. 

5. Click Update. 

Deleting a Useful Link 

 

Deleting permanently removes a useful link from the Metadata Registry If you 

think that you may need to display the useful link at a later time, you may hide the 

entry by un-checking the Displayed checkbox and clicking Update.  

 

To delete a useful link: 

1. Select the DSE Admin > Content menu option. 

The Content Management page displays. 

2. Select the Useful Link option from the list. 

A list of useful links displays.  

3. Click the title of the useful link that you would like to delete. 

The Update a Useful Link Content Item form displays. 
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4. Click Delete. 

Forum Management 
Users may add content to the Community Forum section of the DSE home page. However, as the DSE 

administrator, you may update any of this content. 

Updating a Forum Topic 
To update a forum topic: 

1. Select the DSE Admin > Forum menu option. 

The Community Forum Management page displays a list of the forum topics. 

2. Click the name of the forum topic that you would like to update. 

The Update Forum Topic form displays.  

 

Figure 18. Updating a Forum Topic 

3. Modify the information as needed. 

4. Click Update. 
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Deleting a Forum Topic 

 

Deleting permanently removes a forum topic from the DSE. If you think that you 

may need to display the forum topic at a later time, you may hide the entry by un-

checking the Displayed checkbox and clicking Update. 

 

To delete a forum topic: 

1. Select the DSE Admin > Forum menu option. 

The Community Forum Management page displays a list of the forum topics. 

2. Click the name of the forum topic that you would like to delete. 

The Update Forum Topic form displays.  

3. Click Delete. 

Events Management 
Information about upcoming meetings and other events, such as meetings of the Metadata Working 

Group may be posted to the Events section of the DSE home page.  

Adding an Event 
To add an event: 

1. Select the DSE Admin > Events menu option. 

The Events page displays a list of events. 
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Figure 19. Events List 

2. Click the Add a New Event link at the bottom of the page. 

The Add an Event form displays.  
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Figure 20. Add an Event Form 

3. Enter the following information in the form’s fields. Information is required for fields marked 

with an asterisk (*). 

Table 9. Add an Event Form Fields 

Field Name Field Value 

Name* The name of the event.  

Type* The event type. 

Begins* The date and time on which the event begins. Please use 

military time. 

Ends* The date and time on which the event ends. Please use 

military time. 

Displayed If checked, the event will display on the DSE home page. 

Description* A description of the event.  
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Field Name Field Value 

Point of Contact* The name of the event’s point of contact. Click the Select 

POC button to select a registered DSE user as the Point of 

Contact. 

Location Name * The location at which the event will be held.  

Address * The street address at which the event will be held.  

City * The city in which the event will be held. 

State * The state in which the event will be held.  

Zip Code * The zip code in which the event will be held. 

Room Capacity The maximum room capacity for the event. 

Dial-in Available If checked, this event offers the option of dialing-in for the 

attendees. 

Allow Waitlist If checked, this event can have a waitlist of users if the event 

becomes full. 

 

4. Click Add. 

Updating an Event 
To update an event:  

1. Select the DSE Admin > Events menu option. 

The Events page displays. 

2. Click the name of the event that you would like to update. 

The Edit an Event form displays.  

3. Modify the information as needed. 

4. Click Update. 

Managing Event Registrants 
To view the registrants for an event:  

1. Select the DSE Admin > Events menu option. 

The Events page displays. 

2. Click the name of the event for which you would like to view registrants. 

The Edit an Event form displays. 
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Figure 21. Edit an Event Form 

3. Click the Manage Signups button.  

The Manage Users form displays. 
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Figure 22. Manage Users 

There are three actions you can select in the Action drop-down list: 

 Move to Waitlist 

 Move to Dial-In 

 Delete 

Click the Save Changes button to save when you are done. Click the Back to Event link when 

you are done managing signups. 

Click the Register an SSO User link to register an AKO/CAC user. Then search for the user and 

click Select for the user to register.  

Click the Register a non-SSO User link to register a non-AKO/CAC user. Enter the user’s 

information and click Submit. 

Click the Contact All Users link to send an email to all attendees, including waitlisted and dial-

in. 

Deleting an Event 
To delete an event:  

1. Select the DSE Admin > Events menu option. 

The Events page displays. 

2. Click the name of the event that you would like to delete. 
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The Edit an Event form displays.  

3. Click Delete. 

 


